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Uxw-Range float!    Provide effective and efficient achilnlatratlve support for all DGA elements In the areas of personnel, health and safety,
eSployee development, equal employment opportunity, space and equipment, and general services.

Ha,) o P ObJ eo tlyea1

To replace badly deteriorated and oboolete furniture and office equipment to DBA field offices,

To provide and menage adequate office apace and special purpose faollltlea to meet CEA requirements.

To provide on efficient and responsive contracting procurement program while Increasing the level of participation of email,
minority-owned business, and firms that Mr* the handicapped.

to provide permanent change of e tot Ion orders processing and necessary support services to affected employeea.

To provide recruitment and staffing program* reaponaive to the needs or the agency with full attention to the equal employment rich to of
all Individuals,

To Improve personnel management programs Including Inatallatloti or an automated personnel ayatm Utat will Improve responsiveness, validate
DBA personnel programe auch aa perfonwuioe appraisals, selection, promotion, and career development.

To provide an effective fleet or motor vehicles to moot DBA Investigative needs and to provide a reaponaive transportation program.

Base Program Descrlptloni   Tne Administrative Services program provides the necessary support aervlcea to enable the Drug Enforcement
Administration to carry out Its mission In tlw most effective and efficient manner possible.

All elements and all employees or the DBA are served by this program as followst

0   Tne primary responsibilities In tlie personnel area Include planning, developing, administering and evaluating the DBA personnel program.
Major objectives are accomplished through advertising vacancies consistent with the agency's merit prontotIon requlraaentai Monitoring
the agency's Federal Equal Opportunity Recruitment program conducting Job audltn and establishing new positions) providing services to
the Incentive Awarda Oamnltteei conducting onaite evaluations of the Pernonnel Management program and determining the extent to which
Field locations are receiving adequate personnel aorvloesi monitoring the agenay'e application or discipline, ant obtaining grievance
examiners where appropriate! odmlnaterlnu an upward mobility program! providing advice and assistance to managers and employeea
concerning the performance appraisal system, and monitoring results of that system) providing odnlnlstratlva support required to
administer the Merit Pay program) and administering a comprehensive program of developmental assignments to prepare qualified pel-flora to
assume executive and managerial roles.

"   EGA employeea are served by a comprehensive health prograM.   Examining physio lana or medical groupe ore available through con tract at
90 sites throughout the United states for accomplishment of annual physical examinations.   Liaison on essentially a dally basis la
employees,   Bnployeea with acute nodical op psychiatric problems are serviced by tha Qpployee Assistance program staffed by DEA
personnel at Headquarters and through contract personnel In field location*,    in addition, DBA provides Health LMt support to employee*
at domestic si tea through participation In the Federal Employee Occupational Health program.

a   Tne BEO program report for mlnlopltlea and women and Federal B]ual Opportunity (teoniltmant Program Plan fora the basis for coordination
and definitive actions to meat the major objectives,   Personnel policies, practices and prooedurea are reviewed to ensure there IB no
adverse Impact on Minorities or women.   The BCD staff works closely with the E6A Personnel Office to plan and Implement special
employment programs, and training program for managers and supervisors on their Affirmative Action program roaponslblltlee.   An BEO
specialist has specific responsibility for managing DRA'a complaint system In order to procesa complaints of discrimination In a timely
manner.   The Selective Placement program for handicapped and disabled persona was transferrd from the Office at personnel to the EHO
Staff In November 1981).

0   The acquisition and utilisation of apace are centrally managed,   Bequests for office space and Identified apace problem are evaluated
and appropriate action taken.

0   Vehicle resources are Don trolled and maintained through a central vehicle management program to Inaura that existing and future vehlolo
resources are adequate and efficient, properly utilised and maintained, and replaced aa necessary,

*    Furniture and equipment requests are carefully reviewed for need prior to authorisation Tor procurement,

0   Adequate stocks of office supplies and forms are maintained.   Moat art, photographic and audio visual services ape provided through
In-house capabilities,

Accomplishments and Workload!   A computerized Property Management System la currently being established which Includes all domestic, and
foreign administrative furniture and equipment.   Mien operational It will provide a centralized reeource management ayatem and will be
beneficial to all levels or management.

The rehabilitation of furniture continued during 1981.   Approximately 279 Items were refurbished and repaired to extend the uaage of thena
Items with coot savings to the Government.

An Accounting Subsystem la being Implemented in tlie transportation area.   The Installation of a Bunker-flomo terminal will expedite tha
payment of airline tickets and will eliminate the current maas of paperwork.

Relocation packets are prepared and forwarded to alt employeea who are transferred-   These packets Include all PCS-re la ted forms,
guidelines, and Information,

Many apace actions were Initiated during 1961 for both Headquarters and field off Ices.   Theaa Include but are not limited to apace
acquisitions/reductions) reconfigurations) alterations! and relocations.   Eleven (11) major alteration projects were completed and four (1"
offices were relocated.   Pending projects aro being monitored and follow-ups are being made with the General Services Administration.nta of all
